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RECRUI TI NG OFFI CER

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses a highly responsible admnistrative
position, the primary duty of which is to provide a high |evel
of staffing services for the Shreveport Fire Departnent. The
enpl oyee of this class is responsible for the managenment of the
personnel recruitnment and sel ection program and serves as the
primary point of contact for fire departnment applicants. The
Recruiting Officer is responsible for all recruiting efforts and
facilitates the hiring process. The enployee of this class
works with some supervision having the authority to work
i ndependently reporting to and having work revi ewed by the Chi ef
Training Oficer.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which nmay be | ogqical
assignnents to this class.

Oversees the personnel recruitnment and sel ecti on programfor the
fire departnment in accordance with federal EEO standards in
order to ensure that the fire departnment maintains a qualified
staff. Makes presentati ons and speeches to potential applicants
to provide information about the fire departnment and the
position to which they are applying. Attends |ocal recruitnment
functions such as job fairs and maintains schedule of such
functions. Participates in live radio broadcasts and issues
public service announcenents to enhance recruiting efforts.
Prepares i nformation for the departnent’s website to ensure that
online recruiting resources are current and up-to-date. Devel ops
and maintains all advertisenent materials as needed.

Manages and coordinates all conmmunication wth applicants.
Distributes applications to those who my be interested in
enploynent with the fire departnment and nmintains a | og of
i ndi vi dual s who receive applications in order to make follow up
calls. Develops and maintains a hiring tine line to ensure that
applicants accurately and tinmely conplete the hiring process.
Ensures that applicants conmplete all necessary paperwork,
i ncluding applications for testing to the civil service board.
Revi ews conpl et ed application packets and conducts a pre-screen
of all interested applicants. Coordi nates and maintains the C-
PAT nentoring program with other nmenbers of the departnment and
encourages applicants to participate the program Adm nisters
the TABE (Test of Adult basic Education) to applicants during
the hiring process and notifies applicants of test score.

Coordinates with various entities in the scheduling of pre-
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enpl oynent testing and evaluations such as polygraphs,
psychol ogi cal evaluations, and physicals. Perfornms detailed
reference and background checks on applicants. Manages the
schedul i ng of applicants interviews with the Applicant Interview
Board. Maintains a schedule of appointments and interviews.
Prepares applicants for both the Prelimnary and the Oral
I nterview process. Assists in the interviews of prospective
enpl oyees as needed. Makes recommendati ons for hiring. Extends
of fers of enploynent to sel ected applicants including advising
applicants of start dates and i nformati on on obtai ni ng uniforns,
as directed by the appointing authority.

Provides for the mintenance of departnment records such as
application packets, conpleted enploynent applications, hiring
data statistics, or any others which may be required. Mintains
lists of eligible applicants. Receives departnment enploynment
records and reports and checks themfor conpl eteness, accuracy,
and conformty to established procedures; corrects errors in
records and reports or returns them for correction. Personally
conpletes any forms and records assigned. Conpiles letters,
forms, nmenpbs, statenents, formal reports, or any other assigned
docunments. Conpiles and organi zes data needed for reports.

Pronotes a positive inage of the work of the department in the
daily performance of duties by interacting with conmmunity
menbers, and state and |ocal agencies. Answers questions for
the public about enploynment with the fire department or any
related areas. Wrks wth boards, agencies, and related
organi zations (such as the U. S. Departnent of Justice) whose
rules and operations affect the hiring process of fire
depart nment enpl oyees. Participates in conferences, conventions,
and ot her educational neetings to stay informed on recruiting
and hiring practices.

Perforns any rel ated duties assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenents |listed bel ow nust
be nmet by the filing deadline for application for adm ssion to
t he exam nati on.

Must neet all requirements of the Minicipal Fire and Police
Civil Service Law, including being a citizen of the United
St ates, and of |egal age.

After offer of enploynent, but before beginning work in this
class, nust pass a physical examnation, the selection and
adm ni stration of which shall be authorized by the Appointing
Aut hority, designed to denonstrate good health and physi cal
fitness sufficient to perform the essential duties of the
position, with or without accommdati on.

Must possess a valid driver’s license.
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Must present docunmentation indicating, at a mninmm that the
applicant has nmet the mnimum high school graduati on
requirenents necessary to receive a high school diplom as
established by the state of Louisiana Board of Elenentary and
Secondary Education. Such docunentation shall include at | east
one of the following: high school diplom, high school
transcript, certificate of equivalency, affidavit from the
i ssui ng high school, college diplom, or coll ege transcript, any
one of which nmust indicate that graduation has occurred or a
degree awar ded. A certification of conpletion shall not be
sufficient to substitute for certification of graduation.

Must have at least two (2) years experience in the field of
human resources. Human Resources experience nust include ful
time experience, preferably in the public sector, the primary
duties and responsibilities of which nust have included
enpl oyment placenent, recruitnment, or direct supervision of
departnment personnel.
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